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Office Policies 

 
Thank you for taking a moment to look at this document. Psychotherapy and the 
therapeutic relationship can be very rewarding, and I look forward to the possibility of 
getting to know you. Before we work together, it’s important that you read through the 
following information. This will give you a sense of the scope of my practice and 
hopefully will answer most of the logistical questions that may arise for you. Should you 
find that you have other questions, please do not hesitate to let me know. 
 
Psychotherapeutic Services & Scope of Practice 
 
I offer psychotherapy to adults of all ages who are interested in working through or 
managing feelings and reactions associated with depression, anxiety, trauma and 
sometimes more acute experiences like grief, loss and sudden change. The act of 
engaging in psychotherapy can be much like choosing items off a menu at a restaurant. 
There are lots of options to choose from, and each person’s meal will look a little 
different. Variations in treatment and sessions will vary depending on the outcomes the 
client is looking for, their belief systems and their interest in applying knowledge outside 
of treatment. There is no specific timeline for exactly how long this should and will take, 
but it almost always is a process that requires patience. Working towards change, though 
often a helpful thing for the person in therapy, may not always be easy to accept for 
those in the person’s life. If you feel as though changes are happening too quickly, or are 
resulting in unintended consequences, it is your responsibility to bring this up with me in 
session. Please remember that although there are no guaranteed outcomes with 
psychotherapy, most people who in engage in a meaningful therapeutic process do 
benefit. 
 
It will likely take one to two initial sessions for the two of us to explore your therapeutic 
goals and to assess whether or not the relationship is a good fit therapeutically. During 
this time, we will discuss diagnoses and an initial plan for treatment. During and following 
these initial sessions the two of us will discuss any questions or concerns you might have 
about continuing to work together. It is important that you be as open and honest as 
possible during these conversations, as they will help guide us to a treatment approach 
that is best for you. Should the two of us decide to move forward with working together, 
each subsequent therapy session will be 45-minutes long. Initially, it may make sense to 



meet on a weekly basis while we establish our goals, but often after that clients elect to 
meet on bi-weekly, or occasionally monthly, basis. 
 
If following the initial sessions, or at any point during treatment, either of us feel as 
though my therapeutic approach is not right for you, or that your needs are beyond my 
clinical capabilities, we will discuss transitioning you to alternative therapeutic methods or 
providers, if appropriate. It is my clinical opinion and ethical obligation that if I do not 
believe I can help you, for any reason, we discontinue working together. Therapy costs 
time, money, and effort and it is important that yours and mine be used in the most 
constructive ways possible. Because of this, termination may occur if you are unable to 
consistently attend your scheduled appointments or are otherwise unable to purposefully 
partake in the therapeutic plan. Should this be the case, the two of us will discuss the 
termination process and I will provide you with an outside referral if desired.  
 
Cancellations 
 
Should you be unable to attend, or need to reschedule, a scheduled session you must 
provide 24 business hours’ notice. If 24-hour’s notice is not given you will be charged 
$70, which will be due at the time of the next visit. This amount is not billable to 
insurance. If you need to cancel or reschedule an appointment for a Monday morning, 
this must be done no later than 4:30pm Friday afternoon. I will update my voicemail no 
later than 7am, should I close due to inclement weather. If you are unsure as to whether 
or not the office is open, it is your responsibility to call to check.  
 
How to Contact Me  
 
I am typically meeting with clients during normal business hours, and will likely not 
answer if you try to reach me by phone. You are always welcome to leave a message on 
my voicemail, which I will do my best to respond to within 24-hours Monday through 
Friday. If you feel that waiting for a return call from me will endanger you, or anybody 
else in any way, you should call 911 or proceed to your nearest emergency department. 
I will provide advanced notice if I am going to be out of the office for extended periods 
of time, except in the case of true emergencies. If it is appropriate or necessary I will 
provide you with the name and contact information of one of my colleagues.  
 
Should you choose to contact me either via email or through the Soul’s Nest Counseling 
& Wellness, LLC webpage, please do not include any sensitive information or information 
pertaining to your treatment or topics discussed during our sessions. Because of the 
nature of electronic communication, I cannot guarantee that information electronically 
shared will be private. Please reserve the use of electronic communication for scheduling, 
and then only in situations where scheduling in person or over the phone is not possible. 
 



Professional Fees, Billing & Insurance Reimbursement  
 
I charge $145 per initial session, and $120 per each subsequent 45-minute session. If 
you are submitting the service through an insurance company that I am contracted with 
then I will accept their fee schedule. Payment is due in full at the time of service. Should a 
back-balance of $175 or more be accrued, or if your bill goes unpaid for more than 75-
days, we may need to pause treatment. In these cases, it may be possible to explore a 
payment plan option, which will need to be signed prior to resuming treatment. I reserve 
the right to use reasonable means to collect unpaid bills, including collections agencies 
and small claims court, the cost of which you may be asked to pay. Utilizing either of 
these services will require me to disclose your name, the service provided, and the 
amount owed for the service. Services including gathering or preparing requested 
paperwork or records, attending meetings with other professionals where consent has 
been given, crisis stabilization or phone calls lasting more than 10 minutes may also be 
charged to you. The monetary amount will be dictated by my session rate divided by the 
amount of time the service takes.  
 
Should you be involved in any type of personal or professional litigation, it is agreed 
upon prior to treatment that records and information kept and maintained by Soul’s Nest 
Counseling & Wellness, LLC will not be requested by you or by any other professional 
acting on your behalf, and that I will not be requested to attend or testify in any type of 
legal proceeding. This is to protect the sensitive nature of information discussed and 
notated during your psychotherapy appointments. Should these requests be made despite 
the possibility of disclosure of sensitive information and of potential harm to the 
therapeutic relationship, there will be an hourly rate of $250 charged to you.  
 
I am not trained in, nor do I offer, any type of parental fitness assessments, custody 
evaluations, or anything related to divorce or separation. I do not have the credentials to 
offer these services or opinions and will testify to this point if brought to court.  
 
It is very important that you check with your insurance company to confirm coverage 
prior to your first visit. Most insurance companies will be able and willing to provide you 
with coverage details either over the phone or through their website. While I will do my 
best to provide you with the necessary information you need to confirm coverage, it is 
your responsibility to gather and manage the information you will need to participate in 
treatment. Please know that most insurance companies require mental health 
professionals to provide them with a clinical diagnosis upon submitting the claim, and that 
in some cases they may also request information including treatment plans, progress 
notes and/or care summaries. There is an inherent level of risk involved when this type of 
information is released, and I do not have control over what happens to the information if 
it is released to insurance companies. Unless a contract prohibits us from doing so, we 
may be able to discuss a private payment option if you are uncomfortable with this 



information being released to insurance companies. You also have the option of 
discussing private payment options if you wish to engage in treatment outside the benefits 
your insurance provider covers.  
 
Professional Records 
 
As a mental health provider, I am required to keep notes and records regarding your 
treatment. These records will be kept in a safe place for a minimum of 6 years following 
the end of treatment. You are entitled to a copy of your record. Should you choose to 
obtain a copy or summary of your record you are encouraged to review it with me to 
decrease chances of misinterpretation and to provide you with the opportunity to ask any 
questions you may have. There will be a fee charged for any resources used and 
administrative time spent gathering any records requested.  
 
Professional License, Ethics & Confidentiality 
 
I am a Licensed Independent Social Worker in the State of New Hampshire governed by 
the National Association of Social Workers Code of Ethics and the New Hampshire 
Board of Mental Health. My professional license is available for your review in my office. 
The New Hampshire Board of Mental Health requires that you receive certain information 
about your rights regarding mental health treatment. This information is provided via the 
Mental Health Bill of Rights, which is located on my website. If needed, I will provide you 
with a hard copy.  
 
I take client confidentiality very seriously, and in most cases all that is discussed between 
the two of us will be kept private, and will only be released when you, the client, provide 
written consent. There are, however, some cases where I will be required to release 
information.  
 
Should I believe that any child, disabled, or elderly individual is being harmed, or is in 
danger of being harmed, I may be required to report this information to the appropriate 
state agency or official.  
Should I believe that you, as the client, are in danger or harm, I may be required to take 
action that may include releasing information about your treatment in an effort to seek 
hospitalization or keep you safe in another reasonable way.  
Should I have reasonable evidence to believe that another person has been harmed, or 
may be harmed, I may be required to take action to prevent this harm from occurring. 
Action may include contacting the potential victim, informing the police, or seeking 
hospitalization for you, the client.  
While in most legal cases and proceedings you have the right to protect the information 
between you and I, however if a judge believes that the release of information obtained 



during our visits is necessary to keep you safe and requests that I release that 
information, I will be required to oblige.  
 
As a licensed professional, I am required to maintain clinical consultation with colleagues 
and other mental health professionals. Should our work together be discussed during 
consultation, I will share the minimum amount of information needed to obtain 
appropriate support. The individuals that I discuss your case with are also bound by limits 
of confidentiality.  
 
There is also a copy of HIPAA compliant practices available for your review on the Soul’s 
Nest Counseling & Wellness, LLC website. If needed, I will provide you with a hard copy.  
 
You will have the opportunity to ask any questions about the above policies during our 
first session, and we can revisit the topics at any point during our work together. 


